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1. Requesting Agency

DEPARTMENT OF CORRECTION

2. Division or Bureau of Requesting Agency

MARYLAND PENITENTIARI

3. Authorization Requested (Check only one of the squares below).

Dispose of present accumulation. No*
) > additional accumulation is antici-
pated. Records have ceased to have value
to warrant retention.

B

X
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

•
Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

1.

>

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

PRISONER'S CASE RECORD

Quantity* $6 latter-size drawers active (81* cubic feet) and
66 cubic feot inactive, total 150 cubic feet

Datesi 1923 (earliest date noted)
File Arrangementi Alphabetical
Annual Accumulation* U cubic feet
Disposable Amountt 50 cubic feet (estimate)
Xndast? Numerical

•
A folder 13 prepared for each inmate ai the time of admission. At
the time of discharge the following records are in the folders

Photographs
Classification Progress Sheet
Pre-Parole Report
Admission Sumaary
F.B.I. Report
Report on Convicted Prisoner (Department of Parole and Proba-

tion, Form No. 25)
Medical and Health Reports
Finger Print Card
Correspondence >
Disciplinary Reports
Social History Report
Aptitude Testa
Industrial Card

6. Recommendation
of Hall of Records
and Board of Public
Works.
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7. Agency, Divisio/i or Bureau Representative

Supt« of Prisons 1/20/56
Signature Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of
k Records Commission. •

' / Date

' /t_£
Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

JAN 3 1 1956

Date Secretary
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rem
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2«

h.

Inmate Lsdger Sheet
Record of Visit*

RECGMK£3DATlGNs

RECORD CAHD

REIAIH FCR TWENTY TEARS AFTER DISCHARGE AND PAR0L3
CBUGATIONS HAVE BEEN MET, THEH DESTROY..

Fora Ho. t 32
SUes 6£« x
Quantity! 5 cubic feet
Datest 1910
Pile Arrangement! Alphabetical
Annual accumulation i less than |- cubic foot

History card giving physical description of innate, education, trade
marital status, crime, sentence, detainers, etc. On the reverse
any outstanding incidents, either raoritorious or detrimental, during
the prisoQer*9 term are noted.

RECOMMSHDATIOSi EETAIN FCB TWSI<TY^TEAES AFTER DISCHARGE AND PAROIS
CBUGATICNS HAVE EE3H HST, THEM DSSTROT.

IKDUSTRIAL CREDITS"

Sizet 6|« x 8£«
Qoantit̂ r! 3 cubic feet
Dateai 1937 - -
rile Arrangementi Chronological by original date of discharge
Annual Accumulation* U linear inches
Disposable Amount! i cubic foot

A card is Maintained for each prisoner showing by monthly entry
the number of days credit received for industrial good time (days
by -which the sentence is reduced for work on prison labor projects)
and also shows the new discharge date.

BECOfHSHDATIOIl! RETAIN FOR TWENTY T&ARS AFTER DISCHARGE AND PAROLS
GOUGATIOMS UAV3 hSSU M£I, TH13I D^THOT,

CTHATZS XJ3XHK CARD

^ Si«ei 8 | » x U "
^ Quantity! 6 cubio feet

Dates! 1916 - -
File Arrangement! Alphabetical
Audits State

BBCQJKSHDAIICH* EETAIH FOR TKEHTY TEARS AFTKR THR PMSOHSR HAS EESH
DISCHARQED AKD PAROU GBUQATIC03 HAVS B£EH KST,
AMD THER DESTROT.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

* .

6.

EIPLOYMBOT RECORDS

SUet 3" x $*
Quantity! 2 cubic feat
Datesi 193U - - .
File Arrcn^a-nenti Alphabetical
Annual Accumulation I 2 linear inches
Disposable Amounti 1^ cubic feet

Record of prisoner's employment vihile in the Institutionj shova
xuaaOf date received, nusi>er# and departments or shops and dates
uhich he worked* -,:•,... , r 7 , - ^

KEcamjmATioit RETAIN mi TIIPJSS TSARS AF?& DISCUABOS AHD PAKOLE
OBLIGATIONS HAVE BSm USt, AND THEN DSSTROT.

POPUUTION CAKD

Sixet 6|» x8j« . -
Quantityt 1 linear foot
Datesi 1^10 - • :,
File Arrangeiaantt Chronological
Annual Accujtulationt less than | linear inch .
Disposable Amountt 8 linear inches *

Shows the daily census of the Institution* Each card accccnodatea
ona month's entriesi information on the card is used for budget
analysis end annual report statistics*

RECOTCEKDATIOHI RETAd FGR THRSK TEARS AND THEN DESTROY*

COUNT SltSST (RSTURR OF FRISOHSHS)

Siaet 6|a x 11"
Quantity* $ cubic foot *
Dates i 191*9
F i l e Arrangemanti Chronological
Ar»Tiyft\ Accutsulationi 2 11****̂ !* inchfts

A detai led report prepared dai ly ffN^ne the distxibution of prison-
ers throughout the Inst i tut ion} naaes of prisoners received and
discharged are a l so given*

RECQttiiiflDATICN! RETAIB FOR THRES XZAES AHD TH3J DESTROT.
AHPiv'U
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- ' D a t e - . J . A N 3 1 »S5



A HR-RM IA
(9-1-03)

Hall of Records
Commission

/ J -

^ R ^ V > S T FOR RECORDS RETENTIcSJC SCTlU'-ILE
(Continuation Sheet)

NO.' 223
PAGE
NO. J j . -

%
m

o.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. "Recommendation
of Hall of Records
and Board of Public
Works.

8;

9.

10.

PftlSQHSltS TRANSFERRED

Siset 8&» x XV*
Quantityi k cubic feet (includes all copies)
Dates* 1$$1 - -
File Arrangement i Chronological
Annual Accumulation t 1 cubic foot
Disposable Amount t 1 cubic foot

Daily form shoving aams of prisoner, bis number, and transfer state
«dthin the prison or to another institution* Six copies are pre-
pared and distributed as follows t

Warden - .
Assistant Warden
Administrative Office (payroll clerk)
Classification Office
School
Supply Room

Only the copies retained by the Assistant Harden and the Adminis-
trat&so Office are record material end the recommendation below
applies only to them* The remaining four copies are considered
non-record uithin the meaning of the statute governing non-record
material (Article Ul, Sec* 1$$$ Annotated Code of 1951)•

DESTROY..

BOAKD /,• '•

mcGmm>KSicMt RETAIN FOB THRESS IKARS AHD

RSLSASS CR PISCHARQB CARP

Sizet 6|» x 8!"
Quantity} § cubic foot
Datesi 1$UO * -
File Arrangement* Chronological
Annual Accumulation* 1 linear inch

Monthly card showing nasss, race, murker and type of release] that
is, discharge* parole, or transfer, occurring during that month*

RECOMIGKDATIOHl RETABJ TW. THREE YEABS AKD T32R DliSTROT.

HSU FftlSOHgt

Forn shows prisoner's naane, nusfcer, date received, court, judge,
crime, sentence, indictaent nusi>er. It is distributed to several
departments of the Institution and is used to prepare varloas
necessary foras end establish the prisoner1 a case file* After
processing has been completed the fora has no txsa. It is considered
non-record idLthin the reaaning of the statute governing ncn-reccrd
material (Art* ll. See. 155, Annotated Code of 1951)*

in

o

3=

KU BY

Secretary
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

u.

12.

GENERAL C0RBESPQNDEKC3

Quantity* 3 letter-size drawers (k| cubic feet)
Datest l?£l - -
File Arrangement* Alphabetical
Annual Accumulation i 1 cubic foot
Disposable Amounts 1 cubic foot

Correspondence concerned with the accounting and general business
administration of the Institution* It is with individuals* Federal,
State, and local agencies, contractors, civic groups, etc*

RBCOHMSHDATIOHt RJSTAI8 FOR THREE 1EARS AND THES DESTROY

Accoamm RECORDS

Quantity* 175 cubic feet
Dates i 1£OJ» - -
File Arrangement! Chronological
Annual Accumulations 10 cubic feet
Disposable Amount» lljO cubic feet (estirate) "
Audits State

This item includes all standard accounting forats used by State
agencies as vail as those used only in the Institution* Included
erei

Form Bq*

E-l-3
E-l & E-£
DD-1
R-2

Comptroller of ttta Treasury

Distribution of Charges
Trensaittal
Certificate of Deposit and Bank Deposit Slip
(Foraerly MR-2) Monthly Report of State Funds Collected
and Deposited

Monthly Statement of Balances
Distribution of Unexpended and Obligated Balances

Purchasing Bureau (Deportaent of Budget & Procurement)

1-A Requisition for Supplies
U7-A Purchasd Order
100-16 Out-of Schedule Requisition for Supplies
39A & h&k Stores Regoiaition
CF-2 - Copy of Contract Asarded
CF-1 \ Capital Fund Requisition for Equipment
100/2U. Actaal Qaergency and Repairs Report B O A \< 0
27-A Copy of Contract Avarded ' ̂ _ JAM 2 1
CF-3 Copy of Contract Awarded

Dalivery Hotico (MhjzjZ
26-A Hotice of Award of Contract J^z ^--—
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4.

«r
5. Description of Records

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period. /

6 Recommendation
of Hall of Records
and Board of Public
Works.

Budget Bureau (Department of Budget & Procurement)

BB-1 (Rev.)
DP Inv. R101
1>P Inv. R102
BP Inv. 6
Bfi-ijO
Budget Forma
1 thru 11

BPInv. 1
BP Imr, 2
BP Imr. 3

Formerly BB-4 and BB-2
Report of Fixed Assets (Annual)
Report of Ksterlala and Supplies (Annual)
Katorials and Supplies Pl^raical Inventory (annual)
Bequest for Position Aotioa

Budget Estimates Fiscal Tear (13 pages inducting
Farm Statement)

Stores Record
Equipment Record
Motor Vehicle Record
Jfeaoranctua of Ad justauent

Otfcors

Vendors Invoices
Bank Deposit Slips
Bank Deposit Receipts
Check Stubs
Weekly Tis© Sheet
As^i^aisat Sheet
Statement of Sxastination Fee
Prisoner^ Coandssary orders* ,
Requests for Commissary books
Canceled checks (Prisoner's funds)
Cash Receipts (all funds)
Employees Tints cards (punch clock)
Inmates Journal - sc^ortixig document to Instates

Ledger (see Itea Ho» h)
Inmate Payroll

State 0so Industries

Remittance Iteraoranduza (original and duplicate)
Sales Invoices
Interdepartmental Sales Invoices
Delivery Ticket
Shop Orders
Invitation to Bid
Award of Contract
Shipping ticket

The follotdog Accounting records now on deposit at tba Hall of
Records vill be authorized for destruction upon approval of tfas
scheduleI

Receipts - 2 voluaes, 1886-1901
Check Book Stubs - $ volumes, 1888-1901

RECO&SNDATIGSt RETAIN FOE THRSE TEARS OB DSTIL AUDITED, ÎCHEVEH
13 lAtmt Am THFar TOgTROT-
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

13.

lit.

ACCGUffl'IKO BBCQROS FOR WHICH DISPOSAL HAS BEEIf PROVIDED BY A
0KH5RAI. RECaKDrngr^fIcfrs5lEDULg. "*

PAXROU. (Prior to July 1, 1$$$), The agency copy of this payroll
form is to be retained for five years or until audited, whichever
is later, and then destroyed. (General Schedule No. G-l, Item 1-d,
approved fey the Board of Public Iforka, January 11, 195U)*

PAXROLL JOURNAL - The agency copy is to be retained for three years
or until audited, whichever is later and then destroyed* (General
Schedule No* 0-2, Item 1-d, approved by tha Board of Public fcTorks#
January 11, 195U)» :

PAYROLL ESCEPTIOJIS, Additions and Eaoseptions - f he agoncy copy is
to bo retained for three years or until audited, whichever is
later, and then destroyed, (General Schedule Ko« G-2, Item 3-b,
approved by. tha Board of Public Works, January 11, 1$$U)*

PAT HAESAKTS - The agency copy 13 to be retained f oar threa year©
or until audited, vhiehover ia later, and then destroyed* (General
Schedule Ho. G-3, Item 3, approved ly the Board of Public liJorfcs,
H a y 1 0 , l$$h). . " • • - . ;

RECEXVim HAHEAtffS - Tha agp-ncy copy is to be retained for threo
years or until audited, wfcichwar is later, and then destroyed.
(General Schedule No* G-I», Item 3, approved by the J&oard of Public
Works, Bay 10, 15>&).

TBASSMITML PCR3 &-1 er E-| (Comptroller of the Treasury fora) is
to be retained for ̂ hree yeara or until audited, lahiehever io
later and then destrcyad. (General Schedule No* 0-5, Itoa 3,
approved by ths Board of Public Works, Ksgr 10, 1&$U),

IgAVB RECORD CARD

Fora Ho.i SEC - 123-A
Siset 5* x 8°
Qaantityt 1 cubic foot
Datest July 1, 19$}
File Arrangement! Alphabetical
Audits State

A leave card is prepared for each eznployee annually^ shova leave
takan during the year, type of lear<re, and any leave accrued and
brought forward troa previous years*

BECO®ESDATICS« KETAIH FOR THREE IEARS CR OSTIL AUDITED, WHICHEVER
IS UTER, AND THEH DESTR07.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

35. tASTER AlTCHCStlZATIca

Siset $* x 8»
Quantity i X cubic foot
Dates* July 1» 1953 - -
File Arrangeraentt Alphabetical
Auditi State

Authorisation of tha state Cocraiesioaar of Personnel to eater
©nplogneo on tha pasrroll and to naka any changes in classificatioent
or pay-rata. Oa t te reverse i s l i s ted a l l pagr deducticais, A card
i s prepared for each change in pay and for each change in grade.
Suporsocled or inactive card3 and those for separated employees are
placed in an inactive f i l e* .. ''

RECttttfENDAMCNi EETAIS t S I l E ACTIVE AHD FOR fHRES YEABS TKESEAnsai,
OR UNTIL AUDITED, WHICHEVER I S IATEH, AMD THSH
PESTROT.

BOAK>: .
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